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HASKINS & SELLS

Suggestions in Relation to
Correspondence
The following suggestions relating to
correspondence have come from various
sources. They express in a nutshell what
many pages of printed matter frequently
fail to teach. W e know the interest that
is felt throughout our organization in such
matters and take this opportunity of giving
them wider distribution.
1.
Don't write unless in reply to an
inquiry or unless there is real need to convey information, to advance a constructive
idea, or to correct some error or some undesirable practice. It is more effective to
call attention to an error or bad practice
than to criticize unconstructively.
2. Be careful not to encroach on the
prerogatives of others.
3. Be concise and confine to one subject,
and so save time for all concerned.
4. In imagination put -yourself in the
recipient's place. This should involve considerations of dignity, courtesy, clarity of
expression, and avoidance of anything
which might savor of smartness or curtness.
5. If you write in anger or excitement,
withhold the letter until you have had time
to cool off; then you will re-write it.
6. Express every thought clearly, and
when that is done, don't try to explain;
give credit for intelligence at the other end.
7. I f a negative answer must be given,
do it directly but courteously in all cases
and regretfully in most cases, and without
suggestion of an alternative which might
be used for purposes of circumvention.
8. If there is a call or need for discussion, make it impersonal, i.e., discuss
principles, conditions, or practices rather
than persons.
9. Don't use two words where one will
answer; "please" is more effective than
" w i l l you please" or " w i l l you kindly."
10. A v o i d unusual or uncommon
words or expressions.
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11. Be particular to use properly such
common words and phrases as "shall,"
"should," "must," " w i l l , " "verbal," "oral,"
"amount," "quantity," " i n reference,"
"with reference," " i n accord," " i n accordance," "hardly," "scarcely," "with respect," " i n respect," "with a view;" and
don't substitute "same" for the proper
pronoun.
12. Don't return letters to the writers;
it is not courteous, besides which originals
retained for future reference are more
valuable and accurate than copies.
W e note with pleasure that M r . Raymond C. Reik, assistant manager of the
Baltimore office, has been appointed a
member of the Board of Public Accountant
Examiners of Maryland.

Service at Cost
MUCH
interest has been manifested in
the bill which has been before the
legislature of the State of New Y o r k recently having as its purpose a flexible fare
for the street railways of New Y o r k City
based on the cost of service.
Embodied in cost, as the term is used in
the bill, are the items of operating allowance, maintenance and renewals, return
upon investment, rentals, and a contingent
reserve fund.
The return on investment is fixed at ten
per cent.; seven to go to shareholders;
three for reserves to insure a margin of
safety, amortization of short term franchises and contingencies.
Any surplus funds remaining after deducting the cost from revenue are to be
apportioned, 30% to the city, 20% to the
company, 50% to a fund known as the
"Fare Reduction Fund."
The last named fund is to be administered by a Fare Reduction Board, which
has the power to increase the revenue by
transfers from the fund and decrease the
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fare where the excess so indicates, or in the
contra event to increase the fare.
Obviously, the street railways of the
country must receive attention if they are
to continue in their place of importance.
Like every other business activity they need
more capital. There is no way to get such
capital except to go into the competitive
money market and pay the price. T h e return must be adequate to attract investors
and lenders. Increased revenue through
higher fares only will accomplish the desired result. Everything else which the
public buys costs more. W h y shouldn't a
street car ride?
The bill appears to provide relief from
the restrictions imposed by franchises and
other agreements, all of which have prevented the railways from raising fares. A t
the same time it insures the public of reduction in fares after the contributors of materials, labor, capital, and privileges have
been adequately compensated.
Cleveland, Cincinnati, and Dallas have
had similar systems in operation for some
time; Cleveland since 1910. The fare in
the latter city was at first three cents, but
has gradually risen until at present there
are six tickets for a quarter with the expectation of a straight five-cent fare soon.
The bill to provide service at cost for
New Y o r k City, known as the Jenks bill,
failed to pass at the recent session of the
New Y o r k State Legislature.

Passing It Along
EXPERIENCE
is a great teacher. One
learns most perhaps from one's own
experience, but the experience of others
frequently serves as a good alternative.
In an organization such as this, where
many representatives are coming in contact
with many different fields of activity, there
is large opportunity to pass on matters of
interest which come to the attention. A n
unusual situation or condition incident to
the practice, may not only be of interest,
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but of benefit, if it is sent in for publication.
Discussions, technical in their nature, will
be welcome, as will articles dealing with
current economic problems.
Every industry has its peculiarities.
Every line of business activity is likely to
have some phase which is affected by the
peculiar economic and financial conditions
existing at the present time. It is a duty
we owe to our organization, when we come
upon something of interest, to pass it
along.

Spanish Translation
There appears below a translation of
the letter in Spanish which appeared in the
February number of the B U L L E T I N .
Following the translation is a further
letter in Spanish.
Santiago, February 3, 1920.
M r . Rafael Altanura,
Valparaiso.
Dear S i r :
W e are glad to answer your letter in
which you ask for a statement of your account, including all the transactions for the
month of January. Y o u will find a l l this
information in the enclosed summary,
which has been prepared by our accounting
department.
The debit balance of twenty-four hundred dollars ($2,400), shown in this summary, includes an item of seventy-two dollars ($72.00) for interest at 3 per cent.
to January 31, 1920.
W i t h our thanks for your orders, we are
Yours very truly,
LOPEZ Y GONZÁLEZ.

Valparaiso, 7 de Febrero de 1920.
Señores
Lopez y González,
Santiago.
M u y seáores míos:
Agradezco a
Uds. el estado de mi cuenta que se sirvieron enviarme con fecha 3 del presents y cuyo saldo deudor de dos m i l
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cuatrocientos pesos he encontrado
conforme.
De acuerdo con nuestro arreglo,
autorizo a Uds. para que giren en
mi contra, a 60 dias vista, por intermedio del Banco Anglo-Sudamericano. Como de costumbre, t e n d r é el
gusto de aceptar esta letra a su presentación.
Aprovecho esta oportunidad para
comunicarles que acabo de recibir de
Londres una importante remesa de
casimires ingleses, los que tengo el
agrado de ofrecer a U d s . . E l vendedor de esta casa, don Luis Escobar,
los v i s i t a r áen la semana próxima y
les l l e v a r ámuestrarios, listas de precios, etc..
Como en ocasiones anteriores, todas sus facturas tendrán un descuento
adicional de 2% sobre los precios que
les cotice mi vendedor.
Sin otro motivo, quedo
De Uds. atto. y S.S.
Rafael Altanura.

t
Company, 1920.
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